eSigning Your Contract

You’ve Got A Contract to Sign!

When the State’s contract administrator has completed the final version of the contract document and it’s ready
for you to sign electronically, you’ll receive an email notification similar to the one below. In the body of the
message, you’ll find some important and helpful information.

Your assigned Bidder ID ‘

In order to log in and review/sign your contract, you’ll need your Bidder ID and password.

‘ e A hyperlink that will direct you to the State’s Supplier Portal ‘

The contract will be available when you log into the Supplier Portal.

e Ahyperlink to a page where you may request log in assistance

If you don’t know your password or have trouble logging into the Supplier Portal, you can request
assistance.

l e A hyperlink to instruction concerning electronic contracts

Instruction outlining the steps for signing your contract is available on our webpage.

Documents for Review/Signature - Contract ID: 0000000000000000000013040 = Message (HTML)
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its for - Contract ID:

| Message | T{STIND_0000000000000000000013040_0.pdf (159 KE)

Dear ACME Construction Co., Inc.,

Contract 0008000000020000000013840 For Design Services with the State Of Indiana has been prepared and is ready for your review ai electronic
Waggt, the URL/link below will direct you to the Supplier Portal where you’ll be required to log in fMth your User ID
XSHEEHHEHEIS) and Passwnrd

https://devfs853.gmis. in.gov/psp/fs91deva/SUPPLIER/ERP/C/CONTRACT MGMT SUPPLIER.CS DOC SUPP.GBL?Action=U&CS DOC ID=16@0231 Supplier

Trouble logging in? Login

If you need help with your Password or are unable to log in, click below to request assistghc

L Password
https://fs85.gmis.in.gov/psc/guest/EMPLOYEE/ERP/c/SOT CUSTOM APPS.SOI GMIS ISSUE.GBL

Assistance

Need some guidance?

—
Instruction /

visit http://www.in.gov/idoa/2977.htm for step-by-step instructions detailing how to review, flectronically sign, and upload the signed contract

Reference

Thank you,

Contract Administrator
State of Indiana

II'IMPORTANT BROWSER AND ADOBE REQUIREMENT INFORMATION!!!

Internet Explorer (IE) is acceptable.

Firefox is acceptable. Google Chrome is NOT compatible.

Adobe vs 10.0 or later is required.
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Log Into the Supplier Portal

e  Click on the hyperlink provided in your email notification to access the Supplier Portal log in page.

e Enter your user ID and password.
e  Click the Sign In button.
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If you have trouble getting logged in or run into problems with your user ID or password, refer back to the email
notification you received. A hyperlink is provided in the message to connect you with a page where you can

request assistance.

Once you sign in, the Maintain Contract Documents page will open and display a list of any contract documents

that require action.

ORACLE"

Favorites  Main Menu > Manage Contracts » Maintain Contract Documents

Maintain Contract Documents
Document Search

Document Administrator: ‘ Q
From Begin Date: El To Begin Date: [
From End Date: To End Date:

[C] All Documents Pending Review
Pending Approval/Signatures

» Advanced Search Criteria

Search

Personalize | Find | view &0 | B | 38 Firat B g or g 10 Last

Documents More Details

Description Document Status Status Date/Time

TODD1 07022014 Professional Services Pending Signature 07/02/2014 5:09PM

Click the document ID hyperlink to access a document.

Home | Sign out

# New Window ? Help E{F’ersana\izepage htln

neEp

IF YOU SIGN IN AND THIS PAGE IS BLANK, DON’T PANIC. USE THE STEPS OUTLINED IN THE
roLLowiNG Alternate Navigation 1o FIND YOUR CONTRACTS.
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Alternate Navigation

If you sign into the Supplier Portal and see a blank page, that’s okay. You can use the Main Menu to navigate to your contract
documents.

e  Click Main Menu on the menu bar.
e  From the list of choices, click on Manage Contracts.
e  (Click on Maintain Contract Documents in the sub-menu.

3 Maintain Supplier Information

1 Manage Events and Place Rids
(1 Manage Contrat =
£3 Pay Audit Syste Maintain Contract Documents

View Terms & Conditiohe Update Contract Deliverablas
Review Contract Deliverables

- v

The Document Search page will open.

ain Menu > Manage Contracts » Maintain Contract Documents

Maintain Contract Documents
Document Search

Document Administrator: || Q
From Begin Date: [ To Begin Date: [Ex
—
Froj = T = o bnd Date: E
<’ [¥] All Documents [ Pending Review
- [ Pending ApprovaliSignatures

b Advanced earvu vine: .

= O

List of Documents Personalize | Find | View Al | B | 2 it £ 4 o5 4 10 Last

@R ore Details | =)

Contract Document Description Document Status Status Date/Time

e If you want to see all the contracts that have ever been routed to you, select the All Documents checkbox.

e If you want to see only those that require your review or your approval/signature, select the Pending Review and/or
Pending Approval/Signatures checkboxes.

Click the button.
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Based on the search criteria you entered or chose, a list of the documents that match what you requested will populate the List
of Documents section.

ORACLE"

Favgrites ~ Main Menu > Manage Contracts » Maintain Contract Documents

Home | Sign out

Be sure to check the top right corner of the list to

Maintain Contract Documents

Document Search see if there are more rows of information than are

Document Administrator: ‘ @ being displayed on the page. If so, use the Show
From Begin Date: El To Begin Date: & . . . .

From End Date: — o End Date: [ Next/Show Previous navigation buttons to view
[¥] Al Documents Pending Review

more or all of the information.

Pending ApprovallSignatures

r Advanced Search Criteria

Search
o R - i (rper
S I — —— personaize | Find | View Al 1 | 3 st & 1400720 0 g
Description Document Status  Status Date/Time

0000000000000000000013270 Second Event Customer Review

0000 mnnnnnmazeglzﬁ::zi‘;g;’a‘w e document |, stomer Review

0000000000000000000013268 Testing ISDH contract signatur ~ Customer Review

0000000000000000000013267 Testing ISDH contract signatur Customer Review

0000000000000000000013264 Special Project Customer Review

0000000000000000000013243 testing for ISDH Grants Customer Review

0000000000000000000013226 testing WIC contract Customer Review

0000000000000000000013213 Special Project Dispatched 01/12/2015 3:14PM

e  Theolumn headingsYletailing the search results may also be used to sort the information. For example, click on the
Contract Document column heading to sort the results by contract number, or click the Description heading to sort
alphabetically by the description.

Review the search results to find the contract you want, and click the contract number link to open the Document Management
page for that specific contract.
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Save and Open the Document to eSign

The Document Management page will display some basic information concerning the contract, and offer several
options. Click the |0pen Main Document for Signingl button.

ORACLE’

Favorites

Contract ID:
Description:
Document Administrator:
Created On:

Begin Date:

Maintain Contract Documents

Document Management

TODD1_07022014
Professional Semvices
Pedersen,Donna-061
07/02/2014 4:32PM
08/10/2014

cument Status:

ignature
‘Open Main Document for Signing

load Signed Docum

Return without Signing Decument

Main Menu > Manage Contracts > Maintain Contract Documents

Return to Document Search

This document is currentty pending your signature/approval. As the primary owner you are responsible for routing the document offine to
get the necessary signatures and then uploading the final signed version using the Upload & Return Signed Document button below
(Please note that this will return the document back to the contract administrator as part of the upload)

Reference:

Testing
Expire Date: 08/09/2015
Ovmer: Dara Piper

o Attachments/Related Documents Exist

View Document History

Send E-Wail

Home | Sign out

FNewwWindow 7 Help [& Personalize Page & ntip

A pop-up message will require you to either select Open (to open the document without saving it) or Save (to save
the document before you open it).

e  CLICK THE [SAVE |BUTTON.

ile Download

==

*

Do you want to open or save this file?

Name: sample_document_signed.PDF
Type: Adobe Acrobat Document
From:  devfs853.gmis.in.gov

—
e =

9

‘While files from the Intemet can be useful. some files can potentially
hamm your computer. I you do ot trust the source, do ot open or
save this file. What's the risk?

Save the document to any directory folder or location you’d like, leaving the File Name as it defaults.

Another pop-up message will offer you the option to open the document. CLICK THE BUTTON.

-
Download complete

3

Vi g

= Download Complete

e e——T ]

& Downloads  *  Name

T Wilhelm_Contract Name Testl1]

™ Computer
& osoisk(c)
G TC

;o= cocument signzdl]
Save astype: Adobe Acsobat Document

e Folders

=

v 43 SearchsC Downloaded 1.68MB in 4 sec
— Download to HASCMsample_document_signed .PDF
Transfer rate 430KB/Sec

[ Close this dialog box when download completes

...sample_document_signed.PDF from devfs853.gmis.in.gov

N <
o

< Save > Cancel

14

BE SURE THAT YOU SAVE THE FILE IN A LOCATION THAT YOU WILL REMEMBER, AS THE SIGNED
DOCUMENT WILL REPLACE THIS VERSION WHEN IT’S TIME TO UPLOAD THE FILE.
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eSigning The Contract Document PDF

When you’re ready to sign your contract, the signature tool in Adobe will allow you to place your electronic
signature on the document. Click the Sign button, and you’ll see the options. Follow steps 1 through 6 below to

complete the procedures.

File Edit View Window Help
SRFeEE=| ®[1]/mn]
L]

Click the Sign (or Fill/Sign)
button to view the

& ]|

Equipment Lease Agreement

This Lease Agreement (this "Agreement”) is entered into by and between the State of Indiana,
acting by and through the Department of Administration ("IDOA"), for and on behalf of Indiana
Department of Administration (the "State") and CIBER INC (the "Lessor").

WHEREAS, the State desires to lease and use certain equipment described below with no right
to purchase; and

WHEREAS, the Lessor is willing to provide and maintain such equipment and convey said
equipment to the State.

NOW, THEREFORE, the parties enter into this Agreement upon the following terms and
conditions:

1. Equipment Leased
A The Equipment

Subject to the terms and conditions set forth below, the Lessor leases to the State and
agrees to maintain the following described equipment (the "Equipment”):
Color copier/printer beast

The Equipment shall be new unless otherwise stated in this Agreement.

pment

imetall dha Mo and

B. Delivery and Installation of the Equi

. . SignIn
signature options. =| » Export POF
¥ Create PDF

Adobe PDF Pack &

Convert files to PDF and easily combine
them with other file types with a paid
subscription.

Select File to Convert to PDF:

Select File

» Send Files

» Store Files

Scroll through the document and locate the area where you need to place your signature.

STIND_0000000000)
File Edit View Window Help

[relo@=-]|HB |2 2 |

Tools Sign Cumment/

EEET =G
L]

Non-Collusion and Acceptance

The undersigned attests, subject to the penalties for perjury, that the undersigned is the Contractor,
or that the undersigned is the properly authorized representative, agent, member or officer of the
Contractor. Further, to the undersigned’s knowledge, neither the undersigned nor any other member,
employee, representative, agent or officer of the ctly or indirectly, has entered into or
been offered any sum of money or other considg i
that which appears upon the face hereof.

In Witness Whereof, Contractor and the State Click on Place Signature
i eptered into this Contract. The

gm0 by their resp|

Vendor Signs Here igns Here

By: By:

Printed Name:

Title:

Date:

¥ I Need to Sign

/

Fill & Sign
T AddText
| Add Checkmark
Place Initials
} Place Signature

Signed. Proceed to Send mp

Powered by Adobe EchoSign

» Get Others to Sign

» Work with Certificates
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Enter your name.

rPIaceSignature - - RS o &11 ENTER YOUR NAME

How would you like to create your signature? (7]
@ Type my signature

1 Use a webcam (Mew!) X X
) Draw my signature When you click Place Signature, a
- Use an image pop-up window will open.

Use a certificate

Enter Your Mame:

“ . ” B
1.5 Vendod Type your “signature” Type my signature” will be
= selected by default, and allows you

Review Your Signature:
to manually type the name that
you will use to eSign your contract.

You can use the Change Signature
1/@”%0# Style button if you’d like to see
- . your signature in a different

font/script.

When your signature name has

Change Signature Style | (Style1 of 4) \ been entered correctly, click the
Accept button.

Place your signature on the contact.
PLACE YOUR SIGNATURE

f STIND_000000000000000000001 3021 0.PDF - Adeberezcer T
000! 21,0 obe f

File Edit View Window Help

GRZEBBE|® . 1)o@ [

After you click Accept, your

Non-Collusi " Y
The undersigned attests, subject to the pena Slgnature will become attached
or that the undersigned is the properly autho H invici
Contractor. Further, to the undersigned’s kn to your cursorin an invisible text
employee, representative, agent or officer of box floating on top of the
been offered any sum of money or other con
that which appears upon the face hereof. document.
In Witness Whereof, Contractor and the St:
representatives, entered into this Contract. ~ With your mouse, move the
foregoing terms of this Contract, do by their |

thereof signature to where it should be
| placed on the contract, and click to

BLF: %l S Venddon drop it into place.

Title:

Date:




X STIND_0000000000(

000000000013021_0.PDF - Adk ader

File Edit View Window Help
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Place your title and the date below your signature on the contract

(=T

*®

el

e elo@=[HE 0Bl

Tools Sign Comment |

Add Text

Place your title
and the date here

Non-Collusion and Acceptan

N

¥ I Need to Sign

T AddText

Click on Add Text

T T 18 [E T~ Hehetia

CIpIUyes, Top Tt U UMICET UT 1S a
been offered any sum of money or other consideration for the exe

that which appears upon the face hereof.

In Witness Whereof, Contractor and the State have, through their duly authorized
representatives, entered into this Contract. The parties, having read and understood the
foregoing terms of this Contract, do by their respective signatures dated below agree to the terms

thereof.
By %}« S Vendor

Title: Vice President/CEQ)|

Date:

After you click Add Text, place your
cursor on the document next to
where you should place your title
and type it manually.

Then, place the cursor to enter the
date.

Fill & Sign

| T AddText |

V| Add Checkmark
Place Initials
Place Signature -

Signed. Proceed to Send mp

Powered by Adobe EchoSign

» Get Others to Sign

» Work with Certificates
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Save the eSigned Contract

After you've reviewed and electronically signed your contract, the document has to first be saved.
e  C(Click 'File on the menu bar and select Save As from the list of options.

e Save the signed document in the same directory folder/location REPLACING the original file that was
downloaded. BE SURE that the File Name to be saved is EXACTLY the same!

e A pop-up message will warn you that the file already exists and ask if you want to replace it. Click the
button.

3 ,

Save As

I.-"'_"\-.I H:A\SCMysample_document_signed.PDF
' The file already exists.
- - ~ Replace existing file?

e s
D <« TCarr (Wiotfilp08pwhidoal

Organize v Mew folder

¢ Favorites o Name ’ Yes ] [) No J

B Desktop ] sample_
& Downleads 1 Wilhelm.

El Recent Places |

4 Libraries
[% Documents
@ Music
[& Pictures

B videos

E Computer
05Disk (C;

BE SURE that the File Name to
be saved is EXACTLY the same
as the original document that

Hide Folders
v

Return to the Supplier Portal Document Management page.

~ 1 i v

Qs document sione Y J -

was downloaded!

If your session has expired, you can refer to the hyperlink for the Supplier Portal sign in page in the original email

notification you received.
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Upload the eSigned Contract

Once signed, the revised document must be uploaded.

Click the |Up|oad Signed Documentl button.

ORACLE

Favavrkas Ma\nvMenu > Managegantm:ts > Maintain Contract Documents

Home | Sign out
& New Window 7 Help [/, Personalize Page hitp
Maintain Contract Documents
Document Management Return to Document Search
This document is currently pending your signature/approval. As the primary owner you are responsible for routing the document offine to

get the necessary signatures and then uploading the final signed version using the Upload & Return Signed Document button below
(Please note that this will return the document back to the contract administrator as part of the upload)

Contract ID: TODD1_07022014 Reference: Testing
Description: Professional Services
Document Administrator: Pedersen Donna-061

- N— e 1
Created On: 07/02/2014 4:32PM Upload Contract Document
Begin Date: 08M0/2014
Document Status: Pending Signature

C:\WUsers\tcarr ISD-SHARED \Desktop\Wilhelm_Contracty

: Upload Dan cel

Browse...

Upload Signed Document

£\

A pop-up window will allow you to locate
the signed contract in the file directory
where it was saved.

Use the button to locate the

document.

Click the JUpload] button to upload the file.

When the signhed document has been successfully uploaded, you'll be returned to the Maintain Contract
Documents/Document Search page.

If no other documents require action, sign out and close your web browser to exit the Supplier Portal.

£ https://devfs833.gmis.in.gov/psp/fs9ldev2/SUPPLIER/ERP/c/CONTRACT MGMT SUPPLIER.CS DOC_SRCH_EXT.GBL?FolderPath=PORTAL ROOT_ 3 3| X
=

File Edit View Favorites Tools Help
% @ Convert v [ Select

i Favorites 45 || Welcome to the Indiana 5... @] Web Slice Gallery ~

~ Page~v Safety~ Toolsv @+

Home | Sign out .

Personalize Page & hitp

88|~ | @ Meaintein ContractDoc.. X | A, Oracle | PeapleSoft Enterpr..

Click the Sign Out option to
exit the Supplier Portal

FavtLrltes Ma\nvMenu > Managegnntmm > Maintain Contract Documents

Maintain Contract Documents
Document Search

Document Administrator: ‘ a

From Begin Date: El To Begin Date: 2l



